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INTRODUCTION 
As contemporary managers, one must be equipped with 
a broad range of knowledge, skills, and abilities to perform in a 
competent, effective manner. The management of nonprofit 
organizations is influenced greatly by what is happening in the 
for-profit sector. Today in for-profit organizations there is 
increasing stress on excellence, leadership and accountability, 
as well as on human relations skills. Nonprofit managers must 
identify and acquire the skills and the various competencies 
needed to successfully lead nonprofit organizations in the years 
ahead. 
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CHAPTER 1: NEEDS ANALYSIS 
Needs analysis is the systematic basis for decisions 
about how to influence performance. This is for establishing 
relationships, exploring strategies, and defining solutions. The 
key is to seek the gap between the current situation and the 
desired situation and then to focus resources where they are 
most needed. The analysis must determine root causes. 
Then needs assessment is a study conducted to 
determine the exact nature of an organizational problem and 
how it can be resolved. That needs assessment becomes the 
basis for wise recommendations about instruction and 
supporting organizational strategies, and for enlisting support 
throughout the organization. 
Implementing a training needs analysis is a maJor 
organizational task. The process often requires input from job 
holders, managers and training personnel and therefore needs 
to be carefully structured and directed. The analysis of results 
gathered is also an involved task and demands a good level of 
skill and understanding. 
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Allison Rossett ( 1998) lists five essential components of a 
needs assessment: actuals, optimals, feelings, causes and 
solutions. The purpose of an assessment is to acquire 
information on each of these components in order to verify a 
need and identify possible solutions. Actuals, in this model, 
refers to the current status, the way things are now. The 
optimals are how the situation should be, not according to 
perceived needs or wants. If there is a difference between the 
actuals and optimals, then a gap exists. This gap is where the 
need is identified. The feelings component calls for the designer 
to collect additional and more in-depth data as to how users 
affected by the problem feel. Causes are simply translated into 
why. It could be due to lack of training, the workplace 
environment, a lack of incentive or a lack of motivation. The 
final component is solutions based on the information collected. 
In conclusion, needs analysis provides a fresh and data-
driven look at the work, the worker, and workplace, to base 
training recommendations on opinions and practices. 
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CHAPTER II: CASE STUDY 
Regional Performing Arts Center 
Regional Performing Arts Center (RPAC) was founded in 
Philadelphia in 1996 to build and operate first-rate facilities for 
local arts groups and to present great visiting performers from 
around the world. RPAC 's goals include: 
• invigorating the growth and development of the 
performing arts in the Philadelphia region; 
• fostering a thriving education and community outreach 
program in the performing arts; 
• stimulating the local economy; and 
• working with Avenue of the Arts, Inc. to create a cultural 
district in Philadelphia that attracts visitors from around 
the world. 
Willard G. Rouse, III is Chairman of Board, Leslie Anne 
Miller is Co-Chair of Board and Janice Price is the third 
President of RPAC since January 2002. 
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RPAC is responsible for creating and managing The 
Kimmel Center for the Performing Arts, a new complex on the 
Avenue of the Arts in Center City Philadelphia. The Kimmel 
Center incorporates public amenities and two major venues: 
Verizon Hall, a 2,500-seat concert hall built specifically as the 
new home of The Philadelphia Orchestra; and Perelman Theater, 
a 650-seat recital theater that can adapt to a variety of 
presentations. RPAC has as its third major venue a renovated 
and upgraded Academy of Music (2,900 seats), which is owned 
by The Philadelphia Orchestra and now be operated by RPAC. 
RPAC's facilities host eight resident companies: Verizon 
Hall is home to The Philadelphia Orchestra and to Peter Nero 
and the Philly Pops®. Perelman Theater is home to 
PHILADANCO, The Chamber Orchestra of Philadelphia, The 
Philadelphia Chamber Music Society and American Theater Arts 
for Youth. 
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Management Training and Development Needs Analysis 
The Westinghouse Electric Corporation (WEC) and the 
US Department of Energy (DOE) announced the availability of 
the Management Training & Development Needs Analysis 
(MTDNA) tool to U.S. organizations at no cost. 
In support of business outreach efforts, volunteer WEC 
managers developed this paper-and-pencil instrument for 
systematically identifying management training and 
development needs. The MTDNA consists of a survey 
containing 4 7 core management tasks, a participant's guide, 
and an evaluator's guide 1 and employs a streamlined version of 
the DIF (Difficulty-Importance-Frequency) job analysis model. 
10 managerial level staff members from RPAC 
participated in the survey. Among them, 3 members have 
been in RPAC less than 6 months, 3 members 6 months to 1 
year, 3 members 1 to 2 years, and 1 member has been in 
RPAC more than 2 years. 
I See Appendix A, B, C. 
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Each staff member was asked to complete a survey form, 
using the following to make the selections: 
Fig. 1. "NITDNA Selection guide 
Difficulty Importance Frequency 
in performing task properly in performing task properly in performing task 
1 = EASY to perform 1 = ofMINIMAL D = perform this task 
IMPORTANCE to the success of DAILY or more 
this organization/ to my success 
2 =SOMEWHAT EASY 2= of SOME IMPORTANCE to W= perform this task 
to perform the success of this organization/ WEEKLY 
to my success 
3=AVERAGE 3= of AVERAGE M = perform this task 
DIFFICULTY to perform IMPORTANCE to the success of MONTHLY 
this organization/ to my success 
4 =DIFFICULT to perform 4= of ABOVE AVERAGE Y = perform this task 
IMPORTANCE to the success of YEARLY or less 
tlus organization/ to my success 
5 =VERY DIFFICULT to 5= of EXTREME N = have NEVER 
perform IMPORTANCE to the success of performed this task 
this organization/ to my success 
--- ------
In case there is a task which would not be performed before, 
participants were asked to estimate how difficult the task would 
be for them to perform. 
The survey questionnaires were as follows: 
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Fig. 2. MfDNA Questionnaire 
Task Difficulty Importance Frequency 
Determine manpower requirements for your 1 2 3 4 5 1 2 3 4 5 DWMYN 
department 
Write a job description 1 2 3 4 5 1 2 3 4 5 DWMYN 
Screen applications and resumes 1 2 3 4 5 1 2 3 4 5 DWMYN 
Interview job applicants in compliance with 
the law 1 2 3 4 5 1 2 3 4 5 D W M YN 
Select the most qualified candidate for a 1 2 3 4 5 1 2 3 4 5 D W MY N 
position I 
Orient a new employee to benefits, pay, 1 2 3 4 5 1 2 3 4 5 D W MY N 
policies, the company 
Provide a new, enuy-level employee with on- 1 2 3 4 5 1 2 3 4 5 DWMYN 
the-job training 
' 
Communicate your work performance 1 2 3 4 5 1 2 3 4 5 DWMYN I 
expectations to new employees 
I 
Develop a plan for your department 1 2 3 4 5 1 2 3 4 5 DWMYN 
Develop goals and objectives for your 1 2 3 4 5 1 2 3 4 5 DWMYN 
department 
Determine material and supply requirements 1 2 3 4 5 1 2 3 4 5 D WMYN 
for your department 
Develop a budget for your department 1 2 3 4 5 1 2 3 4 5 DWMYN 
Develop individual goals with employees 1 2 3 4 5 1 2 3 4 5 DWMYN 
Monitor your department's goals and 1 2 3 4 5 1 2 3 4 5 DWMYN 
objectives- report status to your boss/ peers 
Monitor your deparunent's budget- report 1 2 3 4 5 1 2 3 4 5 DWMYN 
status to your boss/peers 
Monitor the individual goals of your 1 2 3 4 5 1 2 3 4 5 D WMYN 
employees- report status to your boss 
Take corrective action when your department 1 2 3 4 5 1 2 3 4 5 D W M YN 
is behind in meeting a goal 
--
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Task Difficulty Importance Frequency 
Take corrective action when your department 1 2 3 4 5 1 2 3 4 5 D WMYN 
is headed toward running over budget 
Take corrective action when one of your 1 2 3 4 5 1 2 3 4 5 DWMYN 
employees is behind in meeting individual 
goals 
Provide an employee with constructive 1 2 3 4 5 1 2 3 4 5 DWMYN 
criticism of her/ his work 
Deal with an employee who is upset with you 1 2 3 4 5 1 2 3 4 5 DWMYN 
Respond to an employee who comes to you 1 2 3 4 5 1 2 3 4 5 D W MYN 
with personal problems (family; health; 
financial) 
Respond to a situation in which the quality of 1 2 3 4 5 1 2 3 4 5 DWMYN 
an employee's work goes into a rapid decline 
Deal with an employee who is suspected of 1 2 3 4 5 1 2 3 4 5 D W MYN 
substance abuse 
Deal with an employee who is chronically late 1 2 3 4 5 1 2 3 4 5 D W MY N 
Deal with an employee who spends too much 1 2 3 4 5 1 2 3 4 5 D W MY N 
time on non-work activities (gossiping, talking 
on phone to relatives) 
Deal with an employee who continually "stirs 1 2 3 4 5 1 2 3 4 5 DWMYN 
the pot" in your department 
Praise/ express appreciation/ reward an 1 2 3 4 5 1 2 3 4 5 DWMYN 
employee for good work 
Conduct a formal employee performance 1 2 3 4 5 1 2 3 4 5 DWMYN 
appraisal 
Terminate an employee 1 2 3 4 5 1 2 3 4 5 DWMYN 
Conduct a departmental meeting 1 2 3 4 5 1 2 3 4 5 DWMYN 
Deal with feuding employees 1 2 3 4 5 1 2 3 4 5 DWMYN 
Motivate your employees 1 2 3 4 5 1 2 3 4 5 DWMYN 
Develop your employees 1 2 3 4 5 1 2 3 4 5 D W MY N 
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Task Difficulty Importance Frequency 
Manage by walking around and listening 1 2 3 4 5 1 2 3 4 5 DWMYN 
Tell your boss bad news 1 2 3 4 5 1 2 3 4 5 D W MYN 
Accept and use constructive criticism from 1 2 3 4 5 1 2 3 4 5 DWMYN 
your boss 
Communicate with your peers 1 2 3 4 5 1 2 3 4 5 D W MYN 
Communicate with organization's customers 1 2 3 4 5 1 2 3 4 5 D W MY N 
Accept and use constmctive criticism from 1 2 3 4 5 1 2 3 4 5 DWMYN 
your peers 
Make a presentation to the entire organization 1 2 3 4 5 1 2 3 4 5 DWMYN 
Write a report to be distributed to the entire 1 2 3 4 5 1 2 3 4 5 DWMYN 
organization 
Order materials and supplies for your 1 2 3 4 5 1 2 3 4 5 DWMYN 
department 
Assess your own work performance 1 2 3 4 5 1 2 3 4 5 DWMYN 
Manage your time - handle multiple priorities 1 2 3 4 5 1 2 3 4 5 DWMYN 
Handle job stress 1 2 3 4 5 1 2 3 4 5 D W MYN 
Develop your managerial skills, knowledge, 1 2 3 4 5 1 2 3 4 5 DWMYN 
and abilities 
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CAPTER III: FINDINGS 
After collecting analysis forms, each task on each form 
was scored and the mean score for each task was determined. 
The Figure 3 is the order of the tasks from the highest to the 
lowest mean score. 
Fig. 3. Survey result 
Task Mean Score 
1 Deal with an employee who is suspected of substance abuse 12.2 
2 Terminate an employee 12 
3 Deal with an employee who is upset with you 11.7 
3 Respond to a situation in which the quality of an employee's work goes into 11.7 
a rapid decline 
5 Develop a budget for your department 11.2 
5 Take corrective action when your department is headed toward running over 11.2 
budget 
5 Deal with an employee who continually "stirs the pot" in your department 11.2 
8 Develop individual goals with employees 11 .05 
9 Conduct a formal employee performance appraisal 11 
10 Select the most qualified candidate for a position 10.4 
10 Take corrective action when one of your employees is behind in meeting 10.4 
individual goals 
12 Monitor the individual goals of your employees: report status to your boss 10.3 
12 Make a presentation to the entire organization 10.3 
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Task Mean Score 
14 Respond to an employee who comes to you with personal problems (family; 10.1 
health; financial) 
15 Communicate your work performance expectations to new employees 9.9 
15 Deal with an employee who spends too much time on non-work activities 9.9 
(gossiping, talking on phone to relatives) 
17 Develop goals and objectives for your department 9.85 
17 Monitor your department's budget: report status to your boss/ peers 9.85 
17 Deal with feuding employees 9.85 
20 Take corrective action when your department is behind in meeting a goal 9.8 
21 Interview job applicants in compliance with the law 9.7 
21 Develop a plan for your department 9.7 
21 Deal with an employee who is chronically late 9.7 
24 Monitor your department's goals and objectives: report status to your 9.5 
boss/ peers 
25 Provide an employee with constructive criticism of her/ his work 9.4 
25 Tell your boss bad news 9.4 
27 Write a report to be distributed to the entire organization 9.3 
28 Screen applications and resumes 9.2 
29 Provide a new, entry-level employee with on-the-job training 9.1 
29 Develop your employees 9.1 
31 Accept and use constructive criticism from your boss 8.9 
31 Accept and use constructive criticism from your peers 8.9 
31 Assess your own work performance 8.9 
34 Orient a new employee to benefits, pay, policies, the company 8.8 
35 Determine material and supply requirements for your department 8.75 
12 
Task Mean Score 
36 Write a job description 8.7 
36 Motivate your employees 8.7 
38 Conduct a departmental meeting 8.6 
39 Manage by walking arotmd and listening 8.4 
40 Develop your managerial skills, knowledge, and abilities 8.2 
41 Determine manpower requirements for your department 8.1 
42 Order materials and supplies for your department 8 
43 Communicate with your peers 7.9 
44 Manage your time - handle multiple priorities 7.7 
45 Handle job stress 7.5 
46 Praise/ express appreciation/ reward an employee for good work 7.2 
47 Communicate with organization's customers 7 
According to the evaluator's guide, only 2 tasks (# 1 - #2) 
need initial and on-going formal trainings. Majority of tasks 
(#3 - #42) need initial formal trainings. 5 tasks (#43 - #4 7) do 
not need any formal training. Therefore, RPAC needs at least 
initial formal trainings in order to improve the organization's 
managerial competencies. 
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CAPTER IV: DISCUSSION 
The best organizations not only educate every employee 
in every way they can, they also understand that education is a 
continual process. To establish an effective training program, 
the following tips are required:2 
• Make sure a training program includes courses, seminars 
and informal sessions designed to educate everyone as to 
the mission and history of the organization. 
• Include everyone in the training program, from 
receptionists and security guards to top management. 
Use the training program to make it clear that everyone 
in the organization is valued. 
• Make certain that top managers are highly visible at the 
training sessions and that their commitment to the 
program is apparent. Encourage interaction between 
those at the top and those from every level of the 
organization. 
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• Use the training program as an opportunity to solicit 
feedback from staff and employees as to current issues, 
problems, and challenges within the organization. 
• Based on the feedback, design future training courses to 
address the issues, problems, and challenges that have 
been identified. 
• Wherever possible, have one's own staff and employees 
create and conduct the training courses. 
• Make sure that a significant number of the training 
courses deal with issues that cross departmental lines. 
Make sure that representatives from all departments are 
involved in these courses. 
• Include as many courses as one can that enable people to 
develop and enhance personal skills as well as skills 
related directly to their jobs. 
• Make certain that all training courses are designed and 
conducted in a hands-on, participatory fashion. Divide 
participants into small groups to work on specific issues. 
• Make certain that the training program places particular 
2 pp 161-162, Martin W. Sandler & Deborah A. Hudson, Beyond The Bottom Line: 
How to do more with less in nonprofit and public organizations (Oxford University 
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emphasis on the development of communications skills. 
Solicit feedback from participants as to what more needs 
to be done to make the organization one in which 
information and ideas are shared, people are listened to, 
and both the good and the bad news get out. 
• Develop and conduct courses, seminars, and informal 
sessions that deal with the issue of diversity in the 
workforce. 
• Make each of the training courses as practical as 
possible. Teach by example, not theory. Wherever 
possible, bring in people from other public-service 
organizations and from the private sector to discuss how 
they have dealt successfully with issues and challenges 
faced by the organization. 
Press, 1998). 
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SUMMARY 
We cannot underscore too much the importance of 
organizational and managerial effectiveness. To be a leading 
arts organization in an ever-changing environment of competing 
demands and values, RPAC should keep surveying and 
analyzing the management training and development needs 
periodically, not only to figure out problems in the organization, 
but also to receive constructive feedback. Survey forms may be 
modified as needed. In addition, RPAC should provide 
appropriate education and training programs so that employees 
can realize their highest potentials, motivate themselves and 
obtain their commitment. 
"What gets measured, gets done." 
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APPENDIX A: MTDNA PARTICIPANT'S GUIDE 
Management Training and Development Needs Analysis (MTDNA) 
Participant's Guide 
Purpose 
The primary purpose of the MIDNA is to identify management training and development needs 
in your organization. Because the data that you provide on this analysis will be used to determine 
the training you and od1ers will receive in the future, it is critical that you are candid and thorough 
in completing this form. The authors of this tool recommend that you take a break halfway 
through the analysis. It is unnecessary to identify yourself on the form. Thank you for your 
participation. 
Use ilie following to make your selections: 
Difficulty * Importance Frequency 
in performing task properly in performing task properly in performing task 
1 = EASY for me to 1 = of NIINIMAL D = I perform this task DAILY 
perform IMPORTANCE to the success or more 
of this organization/ to my 
success 
2 = SO:MEWHA T EASY 2= ofSO:Nffi IMPORTANCE WI= I perform this task 
for me to perform to the success of this \VEEKLY 
organization/ 
to my success 
3 =AVERAGE 3= of AVERAGE M = I perform this task 
DIFFICULTY for me to IMPORTANCE to the success MONTHLY 
perform of this organization/ 
to my success 
4 =DIFFICULT for me to 4= of ABOVE AVERAGE Y = I perform tlus task 
perform IMPORTANCE to ilie success YEARLY or less 
of this organization/ 
to my success 
5 =VERY DIFFICULT for 5= of EXTRE:Nffi N = I have NE\TER performed 
me to perform IMPORTANCE to the success this task 
of dus organization/ 
to my success 
--
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* If you have not performed a given task before, estimate how difficult d1e task would be for you to 
perform. 
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APPENDIX B : MTDNA SURVEY FORM 
For each task, circle Difficulty, Importance, and Frequency Levels. 
Task 
~ - r --- t Do not write 
, Difficulty In 1 Tmport:1nce ·Frequency In •in this column 
, Performing In Performing Pcrformmg _For official 
1 
task Properly I Task I Task use only 
I 
.- - •·--~· ·· •- ••~-·~- '"~-··••••' ~- T-j Determine manpower 
requirements for your 
department 
Importance I Frequency 
12345 DWMYN 
W . . b d . . Difficulty nte a JO escnptlon 
1 1 2 3 4 5 
Importance Frequency 
12345 DWMYN 
Screen applications and Difficulty Importance Frequency 
resumes . 1 2 3 4 5 
l 
12345 ; DWMYN , 
Interview job ;pplicants in ! Difficulty 
compliance with the law : 1 2 3 4 5 
Select the most qualified 1 Difficulty 
candidate for a position 1 1 2 3 4 5 
Orient a new employee to i Difficulty 
benefits, pay, policies, the 1 2 3 4 5 
company _ __ _ ·- _ 
P~ovide a-new, e~~~l~~~l -r- ~ifficulty 
employee with on-the-job 1 2 3 4 5 
training 
Communicate your work Difficulty 
performance expectations to 
new employees 12345 
Develop a plan for your : Difficulty 
department ' 12345 !
Importance 1 Frequency 
12345 1 DWMYN 
Importance 1 Frequency 
12345 1DWMYN 
, Importance i Frequency 
12345 IDWMYN 
i 
Importance I Frequency 
12345 DWMYN 
Importance Frequency 
12345 DWMYN 
Importance Frequency 
12345 DWMYN 
-·-- ·----·---.. - -· ·--- ··· r- - --· ....----- -- r· · --· · ·--
' Develop goals and objectives I Difficulty 1 Importance Frequency 
. I 
1 for your department 1 2 3 4 5 j 1 2 3 4 5 1 D W M Y N 
I Determine material and ! ' I Difficulty Importance I Frequency 
l 
supply requirements for your 1 12345 12345 jDWMYN I department ' ) 
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Task 
Difficulty In 
Performing 
, task Properly 
............ ........ ....... . --r 
Develop a budget for your 1 Difficulty 
I 
department 1 1 2 3 4 5 
• Develop individual goals with ' Difficulty 
I 
employees 1 2 3 4 5 
Monitor your department's 1 
goals and objectives: report 
status to your boss/peers 
·····-···· . 
1 Monitor your department's 
' budget: report status to your 
1 boss/peers 
Monitor the individual goals 
of your employees: report I , 
status to your boss 1 
·---~.~ "- ·- ·-
Take corrective action when 1 
your department is behind in 1 
meeting a goal 1 
Take corrective action when 1 
your department is headed 1 
toward running over budget 
Take corrective action when 1 
one of your employees is , 
1 behind in meeting individual I 
I goals I 
, Provide an employee with 
constructive criticism of 
her/his work 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
1 Importance 1 Frequency In 
!In Perfotming Performing 
I Task Task 
r Importance T Fr~quency 
12345 IDWMYN 
1 Importance 1 Frequency 
12345 DWMYN 
1 Importance 
1 
Frequency 
1 
12345 DWMYN 
' 
Importance 
12345 
Importance 
12345 
Frequency 
DWMYN 
Frequency 
1DWMYN 
I Importance I Frequency 
12345 ·DWMYN 
' ,- - - -r 
Importance 1 Frequency 
12345 DWMYN 
Importance I Frequency 
12345 DWMYN 
Importance 1 Frequency 
12345 DWMYN 
Deal with an employee who 
is upset with you i 
Difficulty , Importance i Frequency 
12345 I 12345 DWMYN 
,... - ---- -- ---- -r 
Respond to an employee who . 
' I 
comes to you with personal · 
problems (family; health; 
financial) 
-¥-~·-~-··· .. ~--~ ... ~·-·· - ¥- ~-· 
Difficulty 
12345 
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Importance 
12345 
I Frequency , 
DWMYN I 
Do not write 
in this column 
- For official 
use only 
Task 
Respond to a situation in 
1 which the quality of an 
. employee's work goes into a 
I rapid decline 
Deal with an employee who 
is suspected of substance 
abuse 
Difficulty In 
1 Performing 
task Properly 
Difficulty 
12345 
Difficulty 
12345 
, Deal with an employee who 1 Difficulty 
is chronically late ' 1 2 3 4 5 
-- - -· ----·· -r---
Deal with an employee who 1 
spends too muc~ ~e on : Difficulty 
~on-work actlVltles • 1 2 3 4 5 (goss1pmg, talking on phone 
to relatives) 
-- - ··--·-· ·---- ·r--
Deal with an employee who ! D'ffi ul 
. all II . th ,. I 1 c ty 
1 
contlnu y stirs e pot m 
1 1 2 3 4 5 your department 
j Praise/ express 
· appreciation/ reward an 
employee for good work 
Difficulty 
12345 
~ Conduct a formal employee i 
performance appraisal 
Difficulty 
12345 
,------·-·· -· -
~ Terminate an employee 
Conduct a departmental 
meeting 
. l Difficul"tf 
12345 
Difficulty 
12345 
! Difficulty 
Deal with feuding employees 1 2 3 4 5 
Motivate your employees 
, Develop your employees 
r- Difficulty 
12345 
Difficulty 
12345 
Do not write 1 
Importance 'Frequency In in this column 
!In Performing 1 Per~~rrnmg _For official 
Task I ask 1 usc only 
Importance 
12345 
Importance 
12345 
Frequency 
DWMYN 
Frequency 
DWMYN 
Importance 
' 12345 
Frequency 
DWMYN I 
I 
r-
! 
Importance 
12345 
Frequency 
DWMYN 
Importance I Frequency 
12345 ' DWMYN 
Importance 
12345 
Importance 
12345 
Frequency 
1DWMYN 
Frequency 
DWMYN 
! I~p~rta~e I F~equency 
12345 DWMYN 
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Importance 
12345 
Importance 
12345 
Importance 
12345 
Importance 
12345 
Frequency 
DWMYN 
Frequency 
DWMYN 
Frequency 
' DWMYN 
Frequency 
DWMYN 
r·--
-Task 
Manage by walking around 
and listening 
Tell your boss bad news 
• Accept and use constructive 
criticism from your boss 
Communicate with your 
peers 
i- - Communicate with 
organization's customers 
Accept and use constructive 
criticism from your peers 
i Difficulty In 
Performing 
task Properly 
' r 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Make a-presentation to the f Difficulty 
12345 1 entire organization 
~-- --- ------
1 Write a report to be 
1 distributed to the entire 
organization 
Order materials and supplies 
for your department 
Assess your own work 
performance 
- -
Manage your time - handle 
multiple priorities 
Handle job stress 
I 
Difficulty 
12345 
r· -
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
Difficulty 
12345 
1 Develop your managerial 1 Difficulty 
skills, knowledge, and abilities 1 1 2 3 4 5 
, Do not write 
: Importance Frequency In in this column 
iin Perfom1ing Perforrmng , _ For official 
i Task Task ' usc only 
Importance 
12345 
Frequency 
DWMYN 
Importance Frequency 
1 12345 1 DWMYN 
····--· -- -··---r - -' 
: Importance Frequency 
12345 DWMYN 
Importance 
12345 
Importance 
12345 
Importance 
12345 
Frequency 
DWMYN 
Frequency 
DWMYN 
Frequency 
DWMYN 
r · r 
Importance Frequency • 
12345 ;DWMYN 
.~- -r 
Importance 1 Frequency 
12345 DWMYN 
·-
Importance 1 Frequency 
12345 · DWMYN 
Importance Frequency 
12345 1DWMYN 
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APPENDIX C: MTDNA EVALUATOR'S GUIDE 
Management Training and Development Needs Analysis (MTDNA) 
Evaluator's Guide 
Instructions: 
• Have each manager in your organization complete a survey form. Be sure that each manager 
receives the participant's guide sheet. 
• Collect all of the analysis forms. Go through each form scoring each task. Example: 
Task Difficulty Importance Frequency 
~ ~ /""' 
Terminate an employee 1 2 3 42) 1234\2.) D W M\r)N 
5 + 5 + 4 = 14 
• Note that frequency is scored as follows: 
D=1 W=2 M=3 Y=4 N=5 
• When you have scored each task on each form it is time to determine the mean score for 
each task. To calculate the mean score, add all of the individual scores together for a given task 
and divide by the number of managers who completed the analysis. The mean scores should be ~ 
3.0 and::;; 15.0. 
• Order the tasks from highest mean score to lowest mean score. You have just created a 
prioritized list of management training needs using a systematic approach to training. 
• As appropriate, use the following guide to determine the best type of training: 
Mean Score Type of Training 
3-7 No formal training necessary- address specific needs through informal on-the-job 
training (OJT) 
8-11 Initial formal training necessary (train one time) 
12-15 Initial and on-going training necessary 
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